Text book Assignnent :

Assi gnnment

“Personnel Managenent”

4

Pages 5-1 through 5-9.

4-1.

4-2.

Learning Objective: Determine the
nature of the RP rating and the
manner in which appropriate paygrades
are determined for RP billets.

The paygrade required by authorized RP

billets is determned in what nanner?

1. In accordance with |ocal command
directives

2. By manpower officials in the office
of the Chief of Chaplains

3. By the Head, Religious Program
Special i st Branch, Ofice of the
Chief of Chaplains

4. By manpower officials at the Naval
Mlitary Personnel Command (NVPQ),
and the Enlisted Personnel Managenent
Center (EPMAC)

The RP rating is classified as what type
of rating?

Supply Rating
Service Rating
General Rating

Prof essi onal Rating
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Learning Objective:  Acknow edge
the inportance of personnel
managenent ; devel op the various
phases of progranms nanagenent.

Prograns management invol ves how
many specific phases?

Five
Si x
Seven
Ei ght

B wr e
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4-4.

4-5.

4- 6.

4-7.

4-8.

Taking into consideration several
possible courses of action is a step in
what phase of prograns managenent ?

Pl anni ng

Or gani zi ng
Coor di nating
Directing

Bowro e

Wi ch of the following statenent is true
in regard to the planning phase of

progranms nanagenent ?

1. Planning ends where organizing begins

2. Planning never ends

3. Results of planning can seldom if
ever, be tested

4. Both 2 and 3 above

Unity of conmand may be defined as

1. recognizing the individuality of
personnel in viewing the goals and
obj ectives

2. a check and bal ance system

3. oneness of purpose behind one |eader

4. the delegation of authority

The span of control may be linited by
supervi sors unknowi ngly by which of the
following actions?

1. Supervisors may be trying to control
too much of the work

2. Supervisors may be trying to supervise
too many people

3. Supervisors mmy be giving too nuch
attention to various other official
duties

4. Each of the above

Wi ch  of
concerning authority and

the followi ng statenents is true
responsi bility?

1. Only authority can be delegated

2. Only responsibility can be delegated

3. Both authority and responsibility can
be del egated

4. Delegation of
responsibility to junior
will help them devel op

authority and
supervi sors



4-9.

4-12.

4-15.

Coor di nation involves aligning resources
wi th goal s and objectives.

1. True
2.  False

Al the efforts (or lack of efforts) of
the pl anni ng, organizing, and

coordi nati ng phases of prograns
managenment will becone evident during
what subsequent nanagenent phase?

Wor ki ng
Testing
Directing
Control l'ing

Witten instructions should be given to
subordi nates by the supervisor under all
EXCEPT which of the follow ng

ci rcunst ances?

1. When personnel

2. \\en personnel

3. When directions nust
explicitly

4. \Wen the procedures are routine and
wel | established

are new y assigned
are untrained
be foll owed

Controlling is the process of determning
whet her or not the actual operation of
the Command Religious Programis

proceedi ng toward objectives according to
pl an.

1. True
2.  False

Control ling enabl es the supervisor to
establish a system of checks to identify
whi ch of the follow ng aspects?

4-19.

Progress only

Devi ations only

Progress and deviation only
Progress, deviations, and mistakes

Bwr e

Al EXCEPT which of the follow ng
functions are involved in controlling?

Checki ng
Qui di ng
Eli m nating
Limting

Wi ch of the following itenms would be
an effective control device?

1 A work order

2. A chart

3. An inspection

4,  Each of the above
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4-16.

Analysis of the information taken from a
control device may indicate a deviation
from the original program plan. Such
deviation could be caused by all EXCEPT
whi ch of the follow ng factors?

A faulty plan

An alternate plan

Lack of expected resources
Negl i gence by assigned personnel

B~ w N

Wi ch of the follow ng assunptions is
true in regard to a “performance
standard”?

1. It is the least effective contro
devi ce

2. It is the best understood contro
devi ce

3. It is the npst msused contro
devi ce

4, It is the least used control device

4-18.

Learning Objective: ldentify beneficial
training opportunities available to
senior RPs.

Wi ch of the follow ng training
opportunities woul d be the nost hel pful

to senior petty officers?
1. Navy Managenent School (NM
2. Leadership and Managenent Education

and Training (LMET)

3. Navy Personnel Mnagenent
( NPVB)

4. Petty Oficer

School
I ndoctrination (PQO)
Wi ch of the follow ng experiences is

likely to exert the greatest influence
on the managerial style of a petty

of ficer?

1 “A" school training

2. “C school training

3. Formal education

4. Exanples set by authority figures
earlier in life

Learning Objective: Stipulate the
basic characteristics of the four
styles of personnel managers.




4-20.

4-21.

4-22.

4-24.

Managers who are not punctual are showi ng
signs of what style of personnel
managenent ?

LOW TASK/ LOW PERSONNEL
LON TASK/ H GH PERSONNEL
H GH TASK/ Hl GH PERSONNEL
H GH TASK/ LOW PERSONNEL
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LOW TASK/ LOW PERSONNEL styl e managers may
tend to use command authority to threaten

subordinate who “step out of line".
1. True
2. False

Wi ch of the followi ng characteristics
woul d indicate the LON TASK/ LON PERSONNEL
style of nanager?

1. One who is considered to be a good
|'istener

2. One who is not considered to be a
good |istener

3. One who is in the habit of listening
closely to those in authority, but
not to subordinates

4, One who is not in the habit of
listening to those in authority, but
listens only to subordinates

Wi ch of the followi ng statenents
reflects the LOW TASK/LOW PERSONNEL style
of managenent in regard to teamwork?

1. “Seaman Jones, Gve Seaman Rogers a
hand with those reports.”

4-27.

4-28.

2. “The RP staff has been tasked with the

responsibility of the new project.”
3, "Get it done, Petty Oficer Smith. |

don't care how, just don't bother ne.
4. "The expansion project was a success

because you people worked together.”

Al'l EXCEPT which of the follow ng
characteristics would be indicative of
the person who has adopted the LOW
TASK/ LOW PERSONNEL styl e of managenent ?

1. Lags behind in the proper nanagenent
of the Command Religi ous Program

2. Is a strong supporter of team work

3. Attenpts to shift the responsibility
to others if desired results are not
achi eved

4. Ignores others who offer
for inprovenent

suggesti ons

4-29.
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The LOW TASK/ H GH PERSONNEL styl e manager
may sonetinmes appear to take issue with
the conmand while placing blame on

assi gned personnel.

1.  True
2. False

VWi ch of the follow ng types of behavior
woul d be displayed by the LOWN TASK/ H GH
PERSONNEL style manager?

1. Listens closely to a subordinate who
is experiencing difficulty, but
forgets a job assignment in the
process

2. Is always confident when in the
presence of someone in higher
authority

3. Always shoulders responsibility for
m ssion acconplishments or failures

4. Aways protects assigned personnel,
and always gets the job done

Subordi nates of a LOW TASK/ H GH PERSONNEL
manager woul d probably react in which of
the follow ng ways?

Feel unprotected

Become rebel lious

Resent the nanager

Seek the |eadership inmage in someone
el se

Hwr e

Inefficiency on the part of a LOW
TASK/ H GH PERSONNEL styl e manager woul d
most likely bring about which of the
following reactions on the part of
subor di nat es?

1. Wuld sinmlarly develop a lack of
efficiency

2. Wuld try to cover up for the manager

3. Wuld work harder

4. Each of the above

Al'l  EXCEPT which of the following

characteristics are indicative of the

H GH TASK/ LOW PERSONNEL style manager?

1. Usually praises a “job well done”
publicly

2. Accepts orders from those in
authority without question

3. Is determined to get the job done
regardl ess of personnel difficulties

4. 1s often harsh and demanding toward
subordinates, especially if there are
signs of slack perfornmance



4-30.

4-32.

4-33.

During daily operation, if a subordinate
makes a nistake, the H GH TASK/ LOW

PERSONNEL style manager woul d be inclined
to react in which of the follow ng ways?

1. Allow the subordinate to grow through
trial and error

2. Acknowl edge that everyone nakes
m st akes and review procedures with
the subordinate

3. Show dissatisfaction, reassign the
subordinate, and personally perform
the operation

4, Remain calmand insist that the
subordi nate correct the mistake

Subordi nates may be reluctant to bring a
personnel problem to the H GH TASK/ LOW

PERSONNEL styl e manager because |istening
to subordinates is not inportant to this

type of nmanager.
1. True
2. False

The H GH TASK/ LON PERSONNEL styl e nmnager
usual l'y reflects which of the follow ng
characteristics/attitudes?

1. Pronmotes the true concept of teamwork
2. Feels that “I had to learn it the
hard way, my subordinates can, too.”
3. Is not a high achiever
4. Feels that a trained staff serves
to make the supervisor’s job easier

H GH TASK/ LOW PERSONNEL styl e nmanagers
are not nornally high achievers.

1. True
2. False

By breaking assignnents into conponent
parts and studying each detail, the H GH
TASK/ H GH PERSONNEL manager can
acconplish all EXCEPT which of the

foll owi ng goal s?

1. Can do nore of the work
hi nsel f/ hersel f
2. Can nmake operations run smoothly
3. Can make proper personnel assignnents
4. Can deal with difficulties before
they becone real problenms
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4-35.

4-36.

4-37.

4-38.

4-39.

Senior RPs can place thenselves in an
awkwar d and conprom sing position by
whi ch of the follow ng actions?

1. Delegation of authority

2. Correcting a subordinate who is doing
sonething wong

3. Overt fraternization wth subordinates

4.  Each of the above

Fraterni zation by the | eading RP with
subordinate would nmeet likely result in
the subordinates having greater respect
for the authority of the leading RF.

1. True
2. False
Vhich of the following qualities of

a manager woul d contribute the nost to
devel opi ng good rapport with
subor di nat es?

1. Authority, discipline, and
super vi si on

2. Control, fraternization and
instruction

3. Respect, consideration and
fairness

4, Firmess, discipline, and
control

H GH TASK/H GH PERSONNEL style nanagers
usual 'y exhibit all EXCEPT which of the

following characteristics?

1. Mintain control of subordinates

2. Never reprimand a subordinate

3. Are high achievers

4, Are fair and inpartial to personnel

Devi ations in managerial style occur
throughout a Navy career, so nmnagers are
not nornally expected to maintain

consi stency of style.

1. True
2. False



IN ANSVERI NG QUESTIONS 4-40 THROUGH 4-48, SELECT
THE TYPE OF MANAGER FROM COLUWN B THAT IS
DESCRIBED IN COLUW A

A, CHARACTERI STI CS B. TYPES OF MANAGERS
4-40. Is loyal to both 1.  LOW TASK/ LOW
the command and PERSONNEL

to subordinates
2. LOWTASK/ H GH

4-41. Is a good listener PERSONNEL
when a subordinate
seeks advice 3. H GH TASK/ LOW
PERSONNEL
4-42. Has the confidence
and respect of 4, HGH TASK/H GH
subor di nat es PERSONNEL
4-43, 1s harsh and demand-
ing of subordinates
4-44, Shows a | ack of
concern for punctuality
4-45. Del egates too nuch
authority to subordinate
4-46. |s critical and short-
t enper ed
4-47. Shows a lack of concern
for his/her personal
appearance
4-48. 1s vary careful of snall
details
4-49. Effectively solving problens in

different situations makes it
necessary for the manager to enpl oy
which of the following abilities?

1. Respect

2. Control

3. FHexibility
4, Discipline

Learning Cbjective:  Acknow edge
the inportance of the proper use
of the chain of conmand.

4-50.

4-51.

4-52.

4-53.

4-54,

4-55,
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VWhen used properly, which of the
follwing factors is the nost effective
| eadership tool in existence in the Navy?

1. The chain of conmand
2. Discipline

3. Education

4, QAT

Conmander s gui de and communi cate with
subordinates by using the chain of
conmand in reverse order.

1. True
2.  False

Learning ojective: Establish the
i nportance and purposes of the
enlisted perfornmance eval uation
system

What
per sonnel
service

is the single nost sigificant
management tool in the enlisted
record?

History of assignnments

Record of energency data
History of training and awards
Enlisted Performance Evaluation
Repor t

Powroe

Information included in the enlisted
performance evaluation report is used to
deternmine action to be taken on which of
the followi ng requests?

1. Reenlistnent

2. Advancenent eligibility

3. Continuation on active duty

4.  Each of the above

Vhich of the following individuals could

nornal |y provide the nost detailed report
of the daily performance of nilitary
menber s?

Chapl ai n

LCPQ LPO

Commandi ng OFficer
Division Oficer

e

The periodic performance eval uation

report is the sole nethod of advising
service nembers of their performance.
1. True
2. False



4-56.

4-57.

The function of the special performance
eval uation in to document which of the
following professional standings?

1. Adverse performance only
2. Exceptional performance only
3. Adverse and exceptional

per f or mance
4. Advancenent examination results
Document ation at

hi ghl i ghts occur

the time performance
will serve all EXCEPT

whi ch of the follow ng purposes?

1. Ensure that the performance
eval uation report is fair

2. Ensure that factual information is
included in the report

3. Ensure that the supervisor will not
have to rely on nenory at evaluation
time

4, Ensure that a valuable counseling aid
is available when personnel need
performance or behavioral counseling

Learning Objective: Identify
procedure that should be followed
when civilians are enployed within
the Command Religious Program

4-58.

4-60.
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In cases where civilians are enployed in
the operation of the Conmmand Reli gious
Program position descriptions are
provided by which of the follow ng

of ficers/officials?

1. The office of the chaplain only

2. The commanding officer only

3. The consolidated civilian personnel
office only

4,  The office of
commanding of ficer,

the chapl ain,
and consol i dated

civilian personnel office
At large shore installations, civilians
may be enployed to serve in all EXCEPT

whi ch of the follow ng roles?

1. Organist

2. Menber of chapel council

3. Lay minister

4, Director of religious education
prograns

Al EXCEPT which of the followng
factors would exert tremendous influence
in devel oping smooth and harnonious
working relationships in the office

of the chaplain?

Wrking conditions

Attitudes of assigned personnel
Training of assigned personnel
Total number of assigned personnel

e
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